# Fermilab FermiWorks

Managers: Add Additional Goals
03.16.15

As additional projects and responsibilities are assigned during the performance review cycle, additional
goals will be required to be added in FermiWorks. This business process is only available to managers.

1. Click Fermilab at Work.
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FERMILAB TODAY FEATURED TOP LINKS
Aug. 25, 2014 Reminder: Road closure at Main Ring Road =
= DZero scientist assumes co-spokesperson The Main Ring Road will be closed at A0 starting Monday. =
August 25 and ending Tuesday, August 26 at about 3:30 =

p-m. Construction for replacing Feeder 46B will be
performed during this closure

m Tip of t k: Ecology and

New organizational structure
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3. Enter your User Name, which is also your Services User Name.

4. Enter your Password. If you need assistance signing on to FermiWorks, contact the Service Desk at
X: 2345.

5. Click Sign In.
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Add Additional Employees to Goal

1. Enter Add Goal in the Search Box.

Categories Search Results 2 items
Common Tasks and Reports
Organizations Add Additional Employees to Goal
People Add Goal to qu Add Additional Employees to Goal }

2. Select Add Additional Employees to Goal from the Tasks and Reports list.

3. Click Prompt and select the appropriate Cascaded Goal.

Add Additional Employees to Goal

Cascaded Goal | search I" search Q |

Create a 2-3 page outline of

E Cancel standard operating procedures for
all purchases over 1,000 within our

department by 11730052014

Reduce departrment expenses by
5% for each of the next 12 months.

N

4. Click OK.
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Additional Distribution

1. Click Prompt and select the appropriate Employees and/or Organizations to add the goal.

2. Check the Include Subordinate Organizations check box if appropriate.

The following fields auto populate:

Description
Category
Weight
Due Date

3. Verify the Editable check box is checked.

4, Click Submit.

5. Discuss goal(s) with your employee or organization.
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